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SECTION I

Operating Budget Request

Part A  �  Agency Level Summary Reports



6



7

INDEX

PURPOSE The Operations Request Index permits quick and easy reference to the
operations budget request document.  A separate index may be created for
both the  �Public Information � and  �Analyst Information � copies of the agency
operations request. 

INSTRUCTIONS To complete the index, an agency must have already notified the Budget
Division of their final version number (i.e. Version A2).

1. After selecting  �FY, � the agency �s  �Completed Version � should appear by
default.

2. Choose  �Public Information � or  �Analyst Information � depending on the
type of final request printed. After the Final Version is completed, the
following Index fields will be populated: ID Numbers, Form Numbers,
Form Names, Program Numbers, Sub-Program Numbers, and
Descriptions. The Page Number fields will be zero. 

3. The reports on the Index will automatically be listed in the following
order: Agency-level reports first, then Program level reports - starting
with the numerical first program number - followed by applicable sub-
program reports for that program. Program level reports for the next
numerical program in the sequence, followed by any applicable sub-
program reports, etc.

4. After organizing and ordering the Forms and Reports for submission, as
indicated in Section V of the Budget Instructions, access the Operations
Index, select the  �FY, �  �Agency � and  �Public � or  �Analyst Information �
keys and select the  �Edit � button at the bottom of the Index. You can
now input the correct page number to correspond to the appropriate
form or report.

5. Each report for each program and subprogram should have a separate
ID for sequencing and should have a page number identified.  Please
note that the ID Number determines the specific Report �s order of
appearance on the Index. To change the order of a specific report,
assign a new ID number to that line on the Index. After selecting the
 �Save � button at the bottom of the screen, the Index will reformat the
reports based on the changes in ID Numbers.

6. Lines may also be Added or Deleted by using the corresponding buttons
at the bottom of the Index screen.
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5. Organization Chart:  Please graphically present your organizational
structure.  The organizational structure should not be entered into the
automated budget system.  Include a printed copy following Report 70-A
in the printed agency budget request document.
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Report 100-A  �  Continuation and Adjusted Budget Request - Agency Total

PURPOSE This report shows the total agency budget request for operations.  Separate
columns show the continuation request, budget adjustment request and
total request for each year of the biennium.

INSTRUCTIONS You will not need to directly input this summary.  When you have entered
information at the sub-program level for all of your agency �s sub-programs,
the budget system automatically generates a roll-up of sub-program and
program totals.  While you are in the system you may view an agency roll-up
by choosing the  �ALL PROGRAMS � option on the Budget Request (Form
30) screen. 

A copy of Report 100-A is required to be included in each printed copy of
your operating budget request.  See instructions for printing in Section V.
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Report 101-A  �  Actual and Continuation Budget Request - Agency Totals

PURPOSE This report provides an agency level summary of expenditure history, the
current year's appropriations, reappropriations and encumbrances, and the
agency's continuation requests.  This report does not reflect budget
adjustment requests.

INSTRUCTIONS You will not need to directly input this summary.  When you have entered
information at the sub-program level for all of your agency �s sub-programs,
the budget system automatically generates a roll-up of sub-program and
program totals.  While you are in the system you may view an agency roll-up
by choosing the  �ALL PROGRAMS � option on the Budget Request (Form
30) screen. 

     
A copy of Report 101-A is required to be included in each printed copy of
your operating budget request.  Printing instructions are in Section V.            
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Report 103-A  �  Bargaining Unit Summary - Agency Level

PURPOSE This report provides an agency level summary of bargaining unit information
which will be derived from data provided on the Personal Services Form.  
The Bargaining Unit Summary will organize employee information for
permanent positions by bargaining units to permit easier fiscal analysis
during collective bargaining. 

INSTRUCTIONS You will not need to directly input this summary.  When you have entered
information at the sub-program level for all of your agency �s sub-programs,
the budget system automatically generates a roll-up of sub-program and
program totals.

The agency-level summary Report 103-A is required to be included in each
printed copy of your agency operating budget request.  See instructions for
printing in Section V.
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